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University College Dublin

Employee Set Up Form

(Updated October 2008)
· Your PPS No., which is issued to all Irish Nationals at age 16, MUST be quoted below.

· Non-EEA nationals must not be employed without a valid work permit. Please consult the UCD HR website (www.ucd.ie/hr/) for further information or call us at 4900.

· The Organisation of Working Time Act 1997 limits the maximum average working week to 48 hours. Weekly working time can be averaged out over a 4 month reference period.

· No payment can be made to any employee without completion of an employee set-up form.

· Complete in BLOCK CAPITALS (BLACK) only.

· This signed form should be returned to the Recruitment Section, UCD HR, accompanied by signed contract and a Certificate of Tax Credit and Standard Rate Cut-Off Point (made out to UCD), or P45 Cessation Certificate (current tax year only).

· It is University Policy that all payments through the College payroll must be made directly to Bank Account/Building Society. Please complete Pay Mandate form (overleaf).

· If any of the details change below, please notify the UCD HR Compensation & Benefits Section in Roebuck immediately.
	1. General Information 
	
	Advert Ref:

	2. 
	
	Post No:

	Existing/Previous UCD Employee: Yes ❑ No ❏
	
	Personnel No: 
	P
	X
	X
	X
	X
	X
	X
	X
	X

	UCD Student: Yes ❑ No ❑
	
	Student No:
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Post Title:
	
	School/Unit:
	

	Forename:
	
	Surname(s):
	

	Start Date:
	
	Known as:
	

	Title: (Prof/Mr/Ms/Dr/Mrs):
	
	

	Permanent Address:
	
	

	

	

	Address for Correspondence (if different):

	

	

	Qualifications:

	Date:
	Degree/Diploma
	Awarding Body

	___/____/________

___/____/________

___/____/________
	
	
	

	
	
	
	

	
	
	
	

	PPS No:
	
	
	Nationality:

	Telephone No:
	
	
	Date of Birth:

	Marital Status:
	
	
	Sex: Male ❑ Female ❑

	Next of Kin:
	
	
	Telephone No:

	Address:
	
	
	

	

	

	Relationship:

	


	2.  Pension Information

	a) Marriage Details

Maiden Name (if different from above): ___________ Date of Marriage: ______/_______/______

Spouse’s Name: ________________________Spouse’s Date of Birth: ______/______/______

b) Dependent Children

Note: 
This should include all children who are under 18 or over 18 but in full-time education and children who are permanently dependent due to a mental or physical disability.

Date of Birth 
Sex 

Name 



University/College

___/___/___ _______ _________________________ __________________________________

___/___/___ _______ _________________________ __________________________________

___/___/___ _______ _________________________ __________________________________

___/___/___ _______ _________________________ __________________________________

___/___/___ _______ _________________________ __________________________________

Have you availed of a period of Parental leave with a previous employer in respect of this child/children?

Yes ❑ No ❑ Dates: ________________________________________________________

c) Employment History

Note: This should include all periods of employment or service, including post graduate study, within UCD.

Post                           Department                                            From              To

__________________ _________________________________ ___________ ___________

__________________ _________________________________ ___________ ___________

__________________ _________________________________ ___________ ___________

__________________ _________________________________ ___________ ___________

__________________ _________________________________ ___________ ___________

d) Other Employment

Note: This should include all periods of employment or service, including post graduate study, external to UCD.

Post                            Department                                           From              To

__________________ _________________________________ ___________ ___________

__________________ _________________________________ ___________ ___________

__________________ _________________________________ ___________ ___________

__________________ _________________________________ ___________ ___________

__________________ _________________________________ ___________ ___________

e) Superannuation Details (see next page for guidelines)

Note: Where service external to UCD indicated above was pensionable; please indicate below your entitlement on leaving. If this information is not known please indicate this by marking N/K in the appropriate column and UCD pensions staff will assist you in determining the position.

Employer Ref.   (1 - 5 above)    

Reckonable Pensionable Service Transferred

Reckonable Pensionable Service not Transferred

Amount Preserved Benefit from Private Sector Pension Scheme

Amount of

Pension/Gratuity

Contributions

Refunded

Employee Signature: ____________________________ Date: ______/______/______


	3. Superannuation Guidance Notes



	1. If you worked in a Public Sector body in Ireland, on leaving one of the following occurred:



	(a)Refund of Contributions.
	(b)Immediate Pension and/or Gratuity Payment
	(c)Transferred Reckonable Service In this case, we need to know number of days of reckonable service transferred
	(d) Non Transferable Reckonable Service

In this case we need to know number of years and days of reckonable service

	2. If you worked in a Public Sector body outside Ireland, on leaving one of the following occurred:



	(a)Refund of Contributions.
	(b)Immediate Pension and/or Gratuity Payment
	(c)Non-Transferable Benefit secured related to Reckonable Pensionable service completed to date of leaving. In this case 

we need to know number of

years and days of pensionable Service completed
	(d) Your entitlement is to the benefit secured by pension premiums paid on your behalf. In this case,

we need to know amount of paid up pension. If you have a note of your Policy Numbers(s), it would be appreciated.

	3. If you worked in a Private Sector Company in or outside Ireland, on leaving one of the following occurred:



	(a)Refund of Contributions.
	(b)Immediate Pension and/or Gratuity Payment
	(c)Your entitlement would be to paid-up pension. We will need to know amount of paid-up pension. Please state policy number. For large group schemes, there would be no policy number.


	(d) Transfer value paid in lieu of (c) to plan of new Employer. We will need to know Transfer Value paid and benefit secured.




University College Dublin
DIRECT PAYMENT SYSTEM
4. PAY MANDATE
Please send all my future wage/salary payments directly to my account.

	Name (BLOCK CAPITALS)


	School / Unit



	Bank / Building Society



	Branch Address



	Bank Sort Code No.


	Account No.



	Type of Account


	UCD Personnel No.

P



	Signature
	Date




	Taxation Reference Details Available on website:

http://www.ucd.ie/bursar/html/procedures/payroll.htm 
This form should be completed and returned to the Recruitment Section, UCD HR,

Roebuck Offices 3rd Floor, UCD, Belfield, Dublin 4




To be completed by UCD HR:

	Authorised for Processing: (UCD HR)
	
	Date:
	


	Detail Checked
	CORE Input
	Data Check




